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S&£/A:
VACANCY ANNOUNCEMENT Closing Dats 23 Apr 03
#178: 11 Apr03

Date of Issue

1.HEFE R Job title (ZH#k Grade 4 /EBEFEHMLAD 2 ) | ZEAHK 4.5 & FH Area ofConsideration
- No. of Recruitment | B4 I MLC/IHA ¢ %28 (ERBXMA)

+ Current MLC/IHA Employ ee within Activity
Housing Clerk #4835 | % | R B MLO/IHA ft 2B GEHER)

Current MLC/IHA Employee in commuting distance

B EBRE O HER Ogz% O E#R O BMLOHA HEEREBXE)

| Administrative  Blue Collar Trade  Security Medical Current MLC/IHA Employee Japan Wide
2.5 B Activity X 41&8 Off Base Applicant
COMNAVFORJAPAN
Regional Housing Department, Yokosuka Housing Welcome Center =
Negishi Housing Branch S.EH D EE Type of Employment
ENF5IB T Working Place: 1/E™ B FE{EEH X Yokohama.,Negishi X MLC
3.HBIFE Workschedule (B_40 FFRAH] hrww) X 8] Regular O FRAN tregubr O .L.HA O »PT
)75 H Work Days: Monday - Friday X '%E]‘ P.ern.qanent
ENTERERT - HkE Work Hours/Recess Period: 0800 - 1645 (1200-1245) O FR%E Limited Term (_» A Months )

O 7% #) Night Shift O %% % Overtime O Hi3R Business Travel

6.18 # N & Duties

Performs a variety of housing clerical assignments in support ofa centralized housing function, which includes; housing inventory,
assignments, offpost referrals, and terminations. Through the operation of a microprocessor system, establishes and maintains an
automated record keeping system to provide efective management control over housing management operations and to provide
efective customer service. Performs computer operations such as establishing and maintaining an up —to-date inventory of family
housing units and off base referral units, consolidating and maintaining customer waiting lists by grade, rank, service, etc.; utilizing
computer data, prepares recurring reports such as Inventory and Occupancy of Military Owned-Controlled Military Family Housing
Units, Statement of Facility and Assignments, etc. Prints a variety of housing lists by facility, location, and rent by area, projected
vacancy, number of bedrooms, etc. Assists in computer scheduling, and in the changing of format and/or sequence of programs to
prepare special listings and reports.

1TEHBEH BEEHE Qualification/Physical Requirements

a. 1 year of specialized experience in the same line of work at the next lower level OR completion of accredited College/University.
b. Skill in operating an ordinary vehicle.

c¢. Skill in operating personal computer such as Microsofft Word, Excel and PowerPoint.

d. Ability to speak, read and write English at average proficiency level (LAD-2).

e. Ability to speak, read and write Japanese at native language level.

An applicant who does not fully meet the qualification requirements stated above may be hired at a lower grade level.

A handicapped applicant may be accepted, depending upon the degree and kind of disability.

iéﬁj} English Language Proficiency : O WAEEZE L None O *ﬂff& Basic X F £ Intermediate O LE#% Advanced O £LI':"-FEQ(D BES Exceptonal

2P Educational Background : | REFEE.1& T 5F License/Certificate Required : 7/8 #8288 See blocks 7 & 8
8.82tH 9 % H M Application and Associated Documents B R

Working Condition

*B 22 7% it 32 FA#& Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil
X B EEE Selfexplanation of past work experience, skills and knowledge
*MEEA (X Complete * in 0 BHZAFE T Japanese X HEFET English O &% 5 T4 Either
X EERREFEINTE L Copy of Driver's License
X 80 HtIFZEEF L. WEEOEERS FfT- KR ZZE L RIEAHE (12cm x 23.5cm)
12cmx23.5cmEnvelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is notacoepted.)

B LS 5% for Job Inquiries 1R Hi % Office to Submit 3 75 40 B M For Official Use
- HLEHE ELEEL POC T238-0015 #&K )| R&EE TIHET 1 Hith PD No.: CNFJ-164Y-004
Yokosuka Welcome Center, 1 banchi Tomari-cho, Yokosuka i
Housing Admin Office (C-NOIFH) | ki EHAE LA NEBERR (HRO) PP isaccurate and current
Ms. Rachel Klinefelter COMNAVFJORJAPAN, Human Resources Office Yokosuka
®046-821-1911 (HRO), MLC/IHA Employment Office (Code 511A) HRO at 4/11s04/11
(Extension/[A$R) 243-7242 ®046-821-1911 (N #R/Extension) 243-8153

HEZBEEZHZ L TOWEMEE EEDORMRIZAY FH A, Incomplete applications will not be processed.
RESNFICEERIEBIRL LEEFA Submitted applications will not be returned.



